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Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role as a grantee within Grants Online.

Using this The following conventions were used in creating this manual. The manual

Guide uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; CD450 Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.

Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

i during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Overview The National Oceanic and Atmospheric Administration (NOAA) offers a variety
of competitive and non-competitive grants and Awards to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program policies. The process of
awarding grants to the most qualified applicant for a competitive Award, and to
qualified designated applicants of non-competitive Awards, was also largely
paper-driven.

As part of its strategy to move scientifically and operationally into the 21%
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grants management
lifecycle activities. Grants Online significantly streamlines and unifies grants
processing throughout all of NOAA, allowing the agency to increase efficiencies
related to mission goals.

Grants Online is developed to answer several issues that occur during the
Award processing including:

¢ Reduce or eliminate paper forms for application.

e Provide an interface with Grants.gov to ensure applicants can apply for
grants electronically.

e Reduce the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serve the NOAA community in its efforts to meet its mission goals.
Grants Online allows Grantees to:

e Accept Awards electronically.

¢ Manage user roles for individuals within their organization.

e  Submit post — Award action requests and Performance Progress
Reports

e Correspond with your NOAA Program Officer and Grant Specialist.

Grants Online Software Description

About Grants Online operates in a web environment, and can be accessed anywhere
Grants at anytime provided that you have Internet access. You will be required to use
Online an Internet browser to log in and use Grants Online. Internet Explorer is the

preferred browser for PC users; FireFox is the preferred browser for MAC
users. No software is required for installation. Logins and passwords are
required and will be relayed to you once you are established within the system.

Note: You must have an Internet connection in order to access
Grants Online.

l._g

Warning: Please do not use the browser “Back” button in Grants Online.
A Using the browser “Back” button will log you out of Grants
Online.
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1



Grantee Training Manual, Accepting Awards and Managing Recipient Users

This page intentionally left blank.

Version 2.6

2



Grantee Training Manual, Accepting Awards and Managing Recipient Users

Getting Started

Overview When you are using any Windows-based software, navigation and ease of use
are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users in navigating and using the system
appropriately. In this module, you will be shown the basics of Grants Online,
including the look and feel of the system, navigation, and user customizations.

Module In this module you will accomplish the following objectives:
Objectives e Obtaining your Grants Online password
e Logging into Grants Online
Overview

Explorer.

Accessing Grants Online

Grants Online is accessible through your web browser, specifically Internet

1. Click on the Internet Explorer Icon on your desktop to open up the Internet Explorer browser.

2. Enter the following URL information in your address bar of your browser:

https://grantsonline.rdc.noaa.gov then press ENTER
e Grants Online Login page appears
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Logging in to Grants Online

1 If you are not the Grants Online Recipient Administrator for your organization, please contact
that person to obtain your username and password. If you don’t know your Recipient
Administrator or you have been designated as the Recipient Administrator for your
organization, contact the Grants Online Help Desk to obtain your username and password.

e Phone: 301-713-1000 or toll free at 1-877-662-2468
e Email: grantsonline.helpdesk@noaa.gov

2. Enter your assigned Username.

Enter your assigned Password.

4. Click Enter.

HIAR Gy Dk s
prwrrier Fesberal sobyien o
b prle grats
mansgement pre sy

Usarname

& NOAA Homee i
Lo 1R LTty
& DOC Honie

» Grant. gav

Pavurord m

Laakup

i Grants
Managemant
Rivisian

s Saborrs st Bavmusdudrly  Frvamp Pk
- o vari by Pk

Warning! If you enter an incorrect username or password, you will receive an
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out. In such cases, you are required
to contact your Recipient Administrator or the Grants Online Help Desk
to unlock your account.

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

Note: If you click on the Grants Online Training link you can view and download
& training material including training manuals, quick reference guides, and online
webinars.
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5.
6.

The Notice to Users screen appears
Review disclaimer information and click OK

"Log Off

A Notice to Users

This is a Federal computer system and is the property of the United States Govemnment. It is for authorized use
only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this system and all files an this system may he intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, hoth domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unautharized or improper use of this system may result in administrative disciplinary action and civil and
criminal penalfies. By continuing to use this systern you indicate vour awareness of and consent to these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.

Version 2.6
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Accepting an Award

Overview In this section, you will learn how to accept an Award in Grants Online.
Module The Accepting Awards module will review the following objective:
Objectives e Accepting an Award via the “Accept/Decline Award” task

Accepting Awards

For those organizations that are electronic recipients, the designated Recipient Authorized
Representative will receive a task in their inbox entitled Accept/Decline Award.” Contact the Grants
Online Help Desk if you are not sure who the Recipient Authorized Representatives are for your
organization.

Accept/Decline Award Task

1. Click on the Inbox tab.
2. Select the Tasks link.
3. Select the View link next to the Accept/Decline Award task.

=

-

-8 — e hG -— - =
i el AT "‘gi‘:‘--
pE | | Account System Manage

Application | Award |y, nagement | Administration | Certifications | R€POTtS

Welcome to Grants Online omeed smith "I:I‘);‘(;f;

Dans 5

» Advisories
Inbox Tasks
* Notifications

F Archive
¥ Tasks Document Type Status

S = T &l j |Open j Apply Filter >3

* Manage Workflow
Tasks

8 items found, displaying all items. 1

View|Task Id|Award Number |Task Name Task Document Type Document
Status 1d

102935 WAOGNMF4330020 Accept/Decline Award Mot Started Award Package 2037112

4, Select an option from the action dropdown. This module will review the workflow path for each
action that is selected.

e Accept Award — Select this action to accept the Award. By electronically signing,
the Recipient agrees to comply with the Award provisions as well as provisions
incorporated into the Award. If not electronically signed without modification by the
Recipient within 30 days of receipt, the Grants Officer may unilaterally terminate
this Award.

e Decline Award — Select this action to decline an Award.

¢ Return to NOAA for Revisions — Select this action to return the Award to NOAA
for revisions. You are neither accepting nor declining the Award.
¢ View Award details — Select this action to view the details of the Award so that you
can verify that all of the information is correct before accepting the Award.
Version 2.6
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5. If you wish to enter any comments, enter and save them in the Comment box (underneath the
action dropdown).

Once you have entered your comments (if any), select the appropriate action and click Submit.

saved and the action has been submitted. After comments are entered in the
COMMENT field, the comments are saved by selecting the SAVE COMMENT
button. To submit an action, select the action from the dropdown menu followed by
the SUBMIT button.

2 Warning! These comments are viewable only by NOAA users once the comments have been

e - -
m
i ration | Cer

Welcome to Grants Online omeed smith “Log Off

* Advisories

Award Package - NAOGNMF4330020

* Notifications

. id: 2037112
¥ Archive
Creator: System Account Create Date: 03/17/2006
Raesks Status: Award Package Accept/Decline Award Mot Started Status Date: 03/17/2006

* Send Message Last Edited User: System Account

* Manage Warkflow
Tasks

Action:

[l

comment: |*
Decling Award

Return to NOA&A for Revisions
Wiew sward Details

Spell Check

Viewing Award Details

1. Upon selecting View Award Details action from the Accept/Decline task (see step 6 above), the
next screen you will see (see step 2, page 9), displays the Award details. The Award details
include the following:

e Recipient Name

o Street Address, City, State
e CFDA Number

e Project Title

e Award Number

o Federal Share of Cost

e Recipient Share of Cost

e Total Estimated Cost

e Award Period

e CD 450 Items

e Grants Officer signature and date of signature
e CD 50 Report

Version 2.6
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e SAC Report

2. Click on the CD 450 Report button or the SAC Report button to view the CD 450 report and the

SAC report. The report will open as a .pdf file, which you can print and/or save.

Note: This document is locked because you cannot make any changes to the Award

@ details. You may only view the Award details as well as print and/or save the CD

450 report and the SAC report.

Application Header Information

CFDA Number: 11.433 RFA Document ID: 20206446

Fisheries Southeast Region

Braoremluiice: Program Office (SE)

RFA Document Title: Grantee Training

Application ID: 2037097 Project Title: test fahma 3/17 2
Applicant: University of Chicago Fiscal Year: 2006
Award Number: NADBNMF 4330020

THIS DOCUMENT IS LOCKED

Financial Assistance Award

The system has calculated values for the Federal and Mon-Federal shares of funding based on existing CD-435s and negotiated
funding amounts. Grants Online users may optionally Override these calculations via the Override checkbox below. Once checked, the
values that are entered will be saved and available on the CD-450 report, Please note that when the Grants Officer signs, the system

will automatically Override and stare the currently populated funding fields.

Recipient University of

Name: Chicago

Street 1786 Derbenshire

Address: drive

City, State, Chicago , IL 60637 Project Title: test fahma 3/17 2
Zip:

CFDA Number: 11.433 Award NADSMMF4330020

MNOAS Special Award Conditions
Line Item Budget (Attach File)

Federal Share of  ¢100000.00

Cost: -
os Override ¥
Recipiont share of o ]
Cost:
Total Estimated £/100000,00
Cost:
Award Period: 04/01/2006 - 04/01/2007

15 CFR Part 14, Uniform Adrministrative Reguirerments for Grants and Agreements with Institutions of Higher

Education, Hospitals, Other Monprofit, and Commercial Organizations
15 CFR Part 24, Uniform Administrative Reguirements for Grants and égreements to State and Local

Governments

OMB Circular 4-21, Cast Principles for Educational Institutions

OMB Circular 4-122, Cost Principles for Monprofit Organizations

48 CFR Part 31, Contract Cost Principles and Procedures

LI OCHOCH O MCH O

OMB Circular A-87, Cost Principles for State, Local, and Indian Tribal Governments

OMB Circular 4-133, sudits of States, Local Governments, and Monprofit Organizations

[ Dther(s)

CD-450 Items

[T Department Of Commerce Financial Assistance Standard Terms and Conditions

Required
Required
Required
Required

Required

Required
Required

There are no attachments on this Grants File

IGrants Officer: Lamar Revis Signature Date: 03/17/2006 I

This award approved by the NOAA Grants Officer constitutes an obligation of Federal funding. By electronically signing, the Recipi
comply with the Award provisions checked on this document, as well as provisions incorporated into the Award. If not electronica
modification by the Recipient within 30 days of receipt, the Grants Officer may unilaterally terminate this Award.

Cancel CD450 Report SAC Report

3. Once you have viewed the Award Details, CD 450 Report, and the SAC Report, select Cancel to

return to the action drop down menu for the Accept/Decline Task (see step 6, page 8).

Version 2.6
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Accepting an Award

1. Upon selecting the Accept Award action from the Accept/Decline task (see step 6 page 8), the
Accept Award screen displays your organization name and Recipient Administrator Information.
You may change the Recipient Administrator that is listed by selecting the Add/Change
Recipient Administrator link. After the Recipient Authorized Representative verifies the
Recipient Administrator, a task entitled “Manage Recipient Users” is sent to the Recipient
Administrator (see page 12). Select Cancel to return to the action drop down menu for the
Accept/Decline Task (see step 6 page 8). Select Save to accept the Award.

—Grant Information
CFDA 11,433 Award 04/01/2006 - Program
Number: ! Period: 04/01/2007 Office:
grﬁuig;?f" Fahima Zahir z;z?]r::m == 123-123-1345 Exgi’;?m ricey
Total Fed | Total N Fed | q
F'fmadin;: era $100,000.00 F'l’mE:jing”:" edera $0.00 Multi-vear:
Organization Name: ga:zz;soity o Electronic Recipient: Yes
Progress Report SemicA I Financial Report M/A
Frequency: emi=Annuaty Frequency: b
Project Title: test fahma 3/17 2

Accept Award

Organization : University of Chicago

Recipient Administrator Information

Mame |Jane Sadaf |

Email Ijsadaf |

Phone [123-456-7290 |

Add/Change Recipient Administrator

Please use the link above to add/change the Recipient Administrator for this Award,

[ save |

|
Version 2.6
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2. The following screen is the Award Package screen. You may view the Award details by
selecting the Go to the Award Package details link (See page 8). You may also select the
Amendment ID hyperlink to view the Amendment details or the Grants File ID hyperlink to
view the Grants file. Please note the Grants file contains all the Award files for the Award.
Award file 0 is the original Award and the subsequent Award files such as Award file 1 and/or
Award file 2 represents Amendments.

3. To view the current users and their roles within your organization for this Award, select the
Manage Award Recipient link at the bottom of the screen. You may also view the accounting
details by selecting the Accounting Details link also at the bottom of the page. The accounting
details display the disbursement activity along with the total Award amount.

Note: The status of Amendment O now states the Recipient Authorized Representative
] has accepted the Award.

= . ~— e BN

= —

A_ccuunt

Application BCUETG m

Welcome to Grants Online omeed smith “Log Off

» Search

Award Package - NAOGNMF4330020

* Search Reports

R 1d: 2037112
* Manage Recipient
Users = £ i st
Status: sward Package Reci ientAuthnr’\zedReeresentativeAct\nms Cnmnl_ete AcceetAwardI

Last Edited User: omeed smith
IGD to Award Package Detals Page >> I

This document currently has no tasks assigned to you.

—Grant Information

CFDA 11,433 Award 040172006 - Program
MNumber: : Period: 0440172007 Office:
Prl:l_gram Fahima Zahir Program Officer 195-103-1345 F'rl:lg.ram Offic
Officer: Phone: Email:
Total Federal Total Non Federal 3
Funding: $100,000.00 Funding: $£0.00 Multi-Year:
Organization Name: MEIYOESILY. i Electronic Recipient: ves

Chicago
Progress Report Semi-annually Financial Report N/
Frequency: Frequency:
Project Title: test fahma 3717 2

one item found. 1

Title |Creator|Create

Amendment 2057112 test  System 03/17/2006 System RecipientauthorizedRepresentativeActions 03/17/2006)
i} fahma Account Account Complete AcceptAward

3717

2

Associated Documents

one item found. 1

Title|Creator Last Action Program
Grants 2037098 System 03/17/2006 System Account Approved 03/17/2006
File Account

Additional Documents

3 items found, displaying all items, 1

Document Name |
Manage Award Recipient
Declined Award Comments

Accounting Details

Associated Attachments

Mothing found to display.
Version 2.6
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Recipient Administrator: Manage Award Users task

After the Recipient Authorized Representative accepts an Award via the Accept/Decline Award task,
the Recipient Administrator will receive a task entitled “Manage Award Users.”

1. Select the Inbox tab.

2. Select the Tasks link.

3. Select the View link for the Manage Award Users task.
Account 3

— T
System |  Manage
Managament | Administration | Certifications

Webieme to Grants Dadas Davhl Archer Log Of

i Inbox Tasks

* Motifications
F Archive
L Document Type  Status

F Send Message All ﬂ |I:I|'JE|"| .:.I m

F Manage Workflow
Tasks

56 items found, displaying all items. 1

Avrard Mumber |Task Namoe ask Document [T mitls i t [Completed
Date
Vo 106378 NADSNES4280200 Manage Award hat Award 2037696 Univarsit
Users Started Package of
Chicar
4, The following screen is the task launch page. From the action drop down menu select View

Manage Award Screen followed by the Submit button.

- e g

. r Pl
Account System Manage
Award | yanagement | Administration | Cartifications | REports | Help

Welrame o Lrants Online David Sschar Lo OHY

* Advisories

Award Package - NAOGNES4280200

Iel: H0ITF06

Creator; System Account Create Date: 03/30,/20006
Status: Award Package Manage Award Users Not Started Status Date; 04,/13,/2006
* Send Message Last Edited User: Systerm Account

* Matifications
* Archive

¥ Tashs

Action:

IR submit |

Please salect an action
Please select an action
Manage saward Complete =
igw Manage Award Screen |

Cormiment ¢

| Spell Check

Version 2.6
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The Manage Award Screen displays all the Authorized Representatives, PI/Co-Pis/Other

Investigators, Business/Financial Representatives, Recipient Administrators, and Other
Key Personnel that are associated with this Award within your organization. You may un-
assign a user from this Award by selecting the UnAssign link in the Action column. You may
also add another user that is not listed. For example, if you would like to add another PI, in the
P1/Co-Pis/Other Investigators section select the Add another Investigator link. Please
note, the initial Principal Investigator(s) and Key Personnel should match the personnel who
were submitted as part of the application. NOAA must first approve any change of the official
Principal Investigator (s) or Key Personnel through the submission of an Award action request.
A minimum of one Investigator and one Authorized Representative is Required

Welcome to Grants Online David Archer Log Off

* Advisories
F Notifications
* Archive

+ Tasks

* Send Message

* Manage Workflow
Tasks

Once all the changes are complete select the Done button.

B e T e

Account

—Grant Information

&dd another Business/Finance Rep

Additional Key Personnel

Please note that users who are selected as additional Key Personnel will have access to Grants Online, in the for|
account{username and password).

Mothing found to display.

Add additionsl Kew Personnel

Recipient Administrator
2 items found, displaying all items.1

fiame — Jemait — lbhone  laddress — laction |
Archer, jeff.henley@bearingpoint.com 312-702-1234; 5734 S. Ellis avenue,Chicago,IL- Unassign
Dawvid [u}=i=ic] BO537

Sadaf, Jane jsadaf 123-456-75920 o UnA=ssign

Add additional Recipient administrator
Other Key Personnel
Please note that users who are selected as Other Key Personnel will not have access to Grants Online. This feat

be used to store the names and information of resources who might act in an advisory capacity to the Grant.
Enter Other Key Personnel Information

The initial Principal Investigator({s) and Key Personnel should match the personnel who were submitted as part of]
application. Any change of the official Principal Investigator{s) or Key Personnel must first be approved H
the submission of an Award Action Request.

[oone I cance!

Mational Environmental Sal
EEan'?Jer_ 11.428 3;"[_‘?;3_ g;jggjgggg - E";'f’ig;a_m Information Service Progr.
2 2 * (NESDISPO)
Program : Program Officer » = Program Officer
Officer: Ingrid Guch Phone: 301-713-0088 Ermail: ssi@mbh. com
Tutal_Fel-:IEral +10,000.00 Tntal_Nu-n Federal &0.00 Multi-Year: Mo
Funding: Funding:
organization University of Electronic
Name: Chicago Recipient: ¥es
Progress Rl_apnrt Semi-annually Financial Rfapnrt /A
Frequency: Frequency:
Project Title: sadfds
Awrard - NAOGNES4280200
Authorized Representative(s)
4 items found, displaying all items.1
brimaylvame —— Jemail  Toione — laddress laction |
Primary archer, jeff.henley@bearingpoint.com 312-702-1234; 5734 S. Ellis Unassign
Dawvid 0s23 Avenus,Chicago,IL-60637
Frederick, nowhere@nowhere.zz TO37473000 5734 5. Ellis UnA=sign
John Avenue,Chicago,IL-860637
smith, omeed osmith@noaa.gov 123-234-5678 1025 E. 57th St,Chicago,IL- UnAssign
60637
shewvde, ash wshewvdemss.com 703-747-3000 = Unassign
Change Primary
Add another Authorized Representative
P1/Co-PIs/Other Investigators
Mothing found to display.
Add another Tnwestigator
Business/Finance Rep
2 items found, displaying all iterms. 1
fame ——— — JEmail  ohone  laddress  action |
archer, Dawvid Jjeff henley@bearingpoint.com 312-702-1234; 5734 5. Ellis svenue,Chicago,IL- Unassign
os23 60637
Pierrehumbert, 312-702-8811 5734 S. Ellis Ave.,Chicago,IL- UnaAssign
Raymond 60637

of a user

re is meant tof

the
MNOAA thro

<! | .|
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7. The following screen is the task launch page. From the action drop down menu select View
Manage Award Screen followed by the Submit button.

e _"_-.‘__\_ i!ﬁ ® — -_:h'_"a.-.
. Account ¥ Manage
Application | Award | yopopement | ndministration | Certifications m

Welrome ta Grants Cinline Mawnd Archer Lovg CHY

* Advisories

Award Package - NADGNES4280200

= Hotifications

e Ak Id: 2037506
Archiwp
Creator; System Account Create Date: u:i-"BLII
* Tashs
i Status: Award Package Manage Award Users Mot Started  Status Date: 04/13
* Send Message Last Edited User: System Account
* Manage Workflow
Tasks :
Action: Please select an action j m
Please select an action
Comment: [Manage Award Complete | =
vigw Manage Award Screen

Spell Check
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Returning Award to NOAA for Revisions
|

1. Upon selecting the Return Award to NOAA for Revisions action from the Accept/Decline
task (See step 6 page 8), you may enter and save comments in the Comment box
(underneath the action dropdown) to include your requested revisions. The Award is sent to
the Grants Specialist who reviews/revises the Award based on your comments. The Grants
Specialists can then send the Award back to the Recipient Authorized Representative to
Accept/Decline via the Accept/Decline Award task.

—— = T e

= — -
System Manage
 narttimion | cortcstans | epors [ Helo

“Log Off

I 1 Account
Application | Award J Management
Welcome to Grants Online omeed smith

* Advisories

Award Package - NAOGNMF4330021
Id: 2037196

* Notifications

* Archive

Creator: System Account Create Date: 03/20/]
Eele=s Status: sward Package Accept/Decline award Mot Started  Status Date: 03/20/
F Send Message Last Edited User: System Account
* Manage Workflow
Task: f o
A8E Action: Return to NOAA for Rewsmnsj
Comment -

Spell Check
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Declining an Award

1. Upon selecting the Decline Award action from the Accept/Decline task (See Step 6, Page 8), the
Decline Award screen is displayed with your organization name. The COMMENTS field is
mandatory when declining an Award. Select the Save button to ensure your comments are
saved.

M "Inbox Application | Award I ‘
&rants Onlir

Welcome to Grants Online omeed smith

— e -
= e e
Imm

( i.og Ol’f

» Advisories

FNaFReEEnE r—Grant Information

» Archive CFDA 11,433 Award 04/01/2006 - Prograr
50 Number: ¢ Period: 04/01/2007 Office:
¥ Tasks
Program : : Program Officer 5 o Prograr
* Send Message officer: Fahima Zahir Phone: 123-123-13245 Email:
» Manage Workflow Total Federal $100,000.00 Total Non Federal £0.00 Multi-v

Tasks Funding: Funding:

University of

Organization Name: Electronic Recipient: oo

Chicago
Progress Report Semi-annually Financial Report N/
Frequency: Frequency:
Project Title: test fahima 3/20

Decline Award

Organization : University of Chicago I

Please enter comments if declining®

Enter comments here

19 /7 4000 Spell Check
[savo |
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2. The next screen is the Award Package screen. Upon declining an Award this screen will reflect
the status of the Award as “Recipient Authorized Representative has declined the Award.” You
may view the Award details by selecting the Go to the Award Package details (see page 8)
link. You may also select the Amendment ID hyperlink to view the Amendment details or the
Grants File ID hyperlink to view the Grants File. Please note the Grants file contains all the
Award files for the Award. Select the Declined Award Comments link to view the comments
entered when the Award was declined (see step 1 page 13).

Y 2

T s gt
Inbox Application |
&rants Online

;ccnunt System r Hanage
1
Award] Management | Administration | Certifications | RePorts

Welcome to Grants Online omeed smith (Log Off
* Advisories
* Notifications

- 2037196
> Archive

tor: wshem Aocount
ks Status: Award Package RecipientauthorizedRepresentativeactions Complete Declinesward I
*F Send Message Last Edited User: omeed smith

* Manage Workflow

Go to Award Package Details Page >> I
Tasks

This document currently has no tasks assigned to you.

—Grant Information

CFDA 11,433 Award 04/01/2006 - Program
MNumbhber: ' Period: 04/01/2007 Office:
Prn_gram Fahima Zahir Program Officer 193-123-1345 Prng_ram Offic
Officer: Phone: Email:
TDtaI_FEderaI £100,000.00 TutaI_NDn Federal $0.00 Multi-year:
Funding: Funding:

University of

Organization Name: Chicago

Electronic Recipient: Yes

Progress Report
Frequency:

Project Title: test fahima 3/20

Financial Report

Semi-annually Ergusacy:

M/

Sub Documents

One iterm found. 1

Amendment 2037196 test  System 03/20/2006 System RecipientauthorizedRepresentativeactions 03/20/2006

0 fahima Account Account Complete Declinesward
/90

Associated Documents

One item found. 1

Title|Creator

Grants 2037148 System 03/20/2006 System Account IN 03/20/2006
File Account Progress

Additional Documents

3 items found, displaying all items. 1

Document Name

Manage Award Recipient
Declined Award Comments
Accounting Details
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Managing Recipient Users

Overview Grants Online is designed to provide Grantees with flexibility and ease when
setting up user accounts for individuals within your organization in Grants
Online.

Module The Managing Recipient Users module will review the following objectives:
Objectives e Managing Recipient Users
e Editing User Profiles
¢ Adding New Users
e User Roles

Managing Recipient Users
|

The Manage Recipient Users link allows Recipient Authorized Representatives and System
Administrators to view and edit user roles for your organization. The Manage Recipient Users link
also allows Recipient Authorized Representatives and System Administrators to reset passwords and
unlock accounts for users within their organization. Users with the role of Principal Investigators and
Key Personnel do not have access to the Manage Recipient Users link.

1. Click on the Award tab.

2. Click on the Manage Recipient Users link to access recipient profiles.

@oe=T— St o |

Wiakcosme tn Grants Cnline amesd smith [lepom

* Search
Manage Awards

* Search Reparts

* Manage Heciplent [IRECTIESIRXCETR]

Users

Search for Awards by Award Number or Apphcant Name,

search Financial and Project Progress Reports

Search for Reports by Award Number and Froject Start Date

NOAM Internal Users (Program Officers and Grants Managemant Dlvision Usars)

Please use the Search Award link to search for Awards and then take Award actions such as Award Action Raquests, Enforce
Fundings. The possible actions that you can take on the award will show up as links on the right hand side of your search res
of those knks will lead you to screens for creating the action, Program Officers - 0O NOT use the Amendment link; it is for Graf
Granteas-

Biaate uee tha 3bove link to saarch for your Awards and then take Award ctiong such 3¢ Award Action Bequasts. Additionaily
adrinistrators will have the option 1o manage their Swards

The poseible actions that you can take on the award will show up 3¢ links on the right hand side of your search rasults, and f

 Manaae Rociplont Users -

Bystem ini and

¥
Pleasn use the above link ta manage awards acrass any of your affilated Organizations. This will allow you ta madify

o romave users within your Organizations, Please note that many of these actions will requine an approved Award Action
Reguist to modify koy personnel.

3. Select your organization from the drop-down menu followed by the Refresh button.

4. The following columns are displayed on the Manage Recipients screen:
o Name: This column displays the name of the individual, with the last name first.
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o Phone: This column displays the phone number of the individual.

e  Action: The first action column displays the Manage Award Access link. This link
allows System Administrators and Recipient Authorized Representatives to
view/edit the current roles for each user as well as disassociate a user from the
organization.

e Action: The second action column displays the Edit Profile link. This link allows
System Administrators and Recipient Authorized Representatives to view users
account information such as their name, address, email, and phone number. This
link also allows System Administrators and Recipient Authorized Representatives to
reset passwords and unlock accounts.

o Has a Recipient Role: If Yes is displayed in this column, the individual has a role
in Grants Online. If No is displayed in this column, the individual doesn’t have a role
in Grants Online. Please note when a user is disassociated from your organization
in Grants Online, all user roles are removed and No is automatically displayed in
this column.

o Last Disassociated on: This column displays the last date a user was
disassociated from your organization in Grants Online. Please note once a user is
disassociated from your organization, all user roles are permanently removed. The
System Administrator or the Recipient Authorized Representative must create a
new account for the individual to re-activate the account. If N/A is displayed in this
column, the user has not been disassociated from your organization.

o User Name: If the individual has a username it will be displayed in this column. If
the user does not have a username, None will be displayed.

For the purposes of this manual we will select the Manage Award Access link.

\ o o
=0 com

Welcome to Grants Online omeed smith Log Off

Manage
Cartifleati

¥ Search

EE LTSN Manage Recipients
* Manage Recipient

Users. Please select the Organization for which ylu
wish to manage award or personnel,

1002370 - University of Chicago ¥

Following is a list of individuals that belong to University of Chicago
25 1tems found, displaying all items, 1

ame (last,
First)

Archer, David 312-702-1234  Manage Award Eft darcher
0gz3 Access Prgfil
Crawfaord, Douglas HERE " 8 Yes /A derawford

Frederick, John 7037473000 Manage Award Edit Yes /A Jfrederick

Aooess Profile
Hogarth, Robin 312/702-7271  Manage Award Edit Yes /A Naone
ACcess Profile
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5. The Manage Award Recipients screen is displayed. From this screen you will be able to
view and edit each individual’s role. Select the check box next to the role that you would

like to assign for each user. The Recipient Authorized Representative, System

Administrator, and Business/Financial Representative roles are listed across the top of
the screen. You may also assign the role of the Principle Investigator or Key Personnel
for each Award.

» Search

* Search Reports

m

Log Off

Manage Award Recipients - David Archer

* Manage Recipient

Users

You are viewing the current access levels and roles for David Archer on all awards that belong to University of
L ol P P PR

heck to add David Archer as the Recipient
huthorized Representative for University of
hicago:

heck to add David Archer as the
hdministrator for University of Chicago:
heck to add David Archer as the
Jusiness/Financial Representative for
niversity of Chicago:

rom the respective role for all Awards,

6 items found, displaying all items. 1

Award Award Title Principal Investigator Key Personnel
A0EMNES4280069 Testing the new build on 01/10 | O

ADEMNES4280071 Testing the sac report and the PO checklist [l [l

4280073 Tecting Grant= goy 01/00 =) =)
LLEREHES Saica G

lease note that by checking the above boxes this user will become the Recipient Administrator, Recipient Authoriz]
epresentative, or Business/Financial Representative for all Awards, unchecking these boxes will remove David Arche

Sa

6. Select the Disassociate User button to disassociate a user from Grants Online, who is
no longer a part of your organization or is no longer, associated with the Award(s). This
action removes all of the roles for the user in Grants Online. To save changes to the

user’s role select the Assign.

Note: If vou uncheck a box the system will restrict access, If you choose to disassociate this user they wil
removed from all awards for the organization University of Chicaga.

m|

. : this user holds in this Organization! You may need to submit

befare you take this action.

be

Please note that this will remave ALL roles and access to awards that
and get
approval on a Change in Key Personnel Award Action Request

Note: Once a user has been disassociated, their name will continue to appear in the list
@ of individuals associated with the organization for tracking purposes. The date the
user was disassociated will be listed in the “Last Disassociated On” column.
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Editing User Roles
|

From the Manage Recipients screen, you will see a list of individuals who are associated with your

organization in Grants Online. To assign a username and password to an individual who is already

on that list, select the Edit Profile link for that specific individual.

1. Select the Award tab.

2. Select the Manage Recipient Users link.

3. Select the Edit Profile link.

iey...T.

Welcome to Grants Dnline omeed sriith (Logoff

¥ Search

L LUILEE Manage Recipients

¥ Manage Recipient

Users Please select the Organization for which you _
wish to manage award or personnel, HIEETR 2 Ul Gl il vl

Follawing is a list of individuals that belong to University of Chicago
25 items found, displaying all items. 1

Name (last, Phone Action Action |Has a Last User Name
First) Recipient Role |Disassociated on

Archer, David 312-702-1234; Manage dward Yes M7A darcher
0823 Aocess rofie
Crawfaord, Douglas Manage Award Edit Yes N/ derawford
Access Profile
Fradsrick, John 7037473000 Manage Award Edit ¥as N/ Jfrederick
Access Profile
Hogarth, Robin 312/702-7271  Manage Award Edit Yes N/A Mone
Access Profile
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4. The following screen is the Edit Recipient screen. Enter the information for the user. All fields
with a red asterisk are required. On the Edit Recipient screen the following fields are required:

e FIRST NAME and LAST NAME.

e USERNAME: You cannot enter a username in the USERNAME field. You must
generate a username by clicking the Generate Username button.

e SECURITY QUESTION and SECURITY ANSWER: Enter a security question and
answer for each user. This question and answer is used to authenticate the
identity of the caller if they contact the Help Desk for assistance with resetting a
password or unlocking an account.

o EMAIL ADDRESS: Enter the email address. This is the email address that is used
by Grants Online to generate notification and task emails.

e PHONE: Enter the phone number for the individual.
Once all of the information has been entered, select the Save button.

m RFA | Application SCUEIC
Eeanry |

Wl e Girants Onlins ssrmed smith

e e

T

System " Manage
ion | Certifications | Reports | Help

"Log Off

b Search Edit Recipient User

* Search Reports

User Profile

Prefig : Ihlone i First Mame : * |ash | Last Name = * jshewds
Suffix INr.mE i Middle Nams :

User Account Details

¥ Manage Recipient
Users

User Hame | * l Ganerate Username
Sacunty Answer 1 I Security Quastion :* I |
Address :
Street | Ij City @ I—
State |Plzase select a state i Zip;
Country :
Email :* [rsnevdess.com
Altemate Email |
Phone: < * |I23—-‘.5E-123F Extansion : Ii
Altemate Phone : | Extension ;
as |
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Adding a new User
|

From the Manage Recipients screen, you will see a list of individuals who are associated with your
organization in Grants Online. To create a Grants Online account for an individual who is not on the
list, select the Add Another User link at the bottom of the page.

1.
2.

Select the Award tab.

Select the Manage Recipient Users link.

Select the Add Another User link. To view a list of all the current users, click on the Generate
Active Award Access Report.

smith, omasd
Sadaf, lans
Ballzh, anng
Johnsan, Zach
Costanza, Frane
usar, recipient
Crmaig, Chrig
miracle, moves
Marzinak; Mary Jo
Sprnger, Amanda

shevde, ash

1&3-234-5478

123-456-7050

1234557850

RHA

TO37473000

123454788990

13348487800

1234567850

111=-111-1111

1E1-111-1111

TO3-747-3000

Canciel

altarmately, you may cick the button on tha nghy
to deplay all users in yowr arganization and their
socess kwelymilas on sach of the awards

Yas WA cEmith
Yad HrA jaadar
Yas MfA aiallah
Vas L zjohn=an
a3 Hh, fcostanza
Yas LITA S rssar

Yas BAA COVETS

Na 1.8 mmracle
Yag BA mmannzik
Yes HfA =5annoer
Yas BA Hora

Generate Active Awartd Access Report

Version 2.6

23



Grantee Training Manual, Accepting Awards and Managing Recipient Users

4. The following screen is the Create Recipient screen. Enter the information for the user. All
fields with a red asterisk are required. On the Edit Recipient screen the following fields are
required:

FIRST NAME and LAST NAME

USERNAME: You cannot enter a username in the USERNAME field. You must
generate a username by clicking the Generate Username button.

SECURITY QUESTION and SECURITY ANSWER: Enter a security question and
answer for each user. This question and answer is used to authenticate the
identity of the caller when they contact the Help Desk for assistance with resetting
a password or unlocking an account.

USER ROLE: Using the drop down menu to select the user role for the new user.
See pages 28 and 29 to view the different type of grantee roles in Grants Online.

EMAIL ADDRESS: Enter the email address. This is the email address that is used
by Grants Online to generate notification and task emails.

PHONE: Enter the phone number for the individual.

Once all of the information has been entered select the Save button.

Version 2.6

-, P e

r o =
- d Aceount ﬂ-rd.lm | w
M i | [ i Mansgament | Administrabion | Cartilications | MEPOfts | Heln

Create Recipient User

Iser Profile

Prefi | |hone E First Mama ;* Last Nama :*
Sy ¢ [home i Miide Name

Llsier Acoaint Dl ails

I e Useoare |
SeCLnty Answer " Sacunty Queshon

Usar Hame

User Rals : [Recipiant Usar E|

State |I?|u.1;n salect & state i Ip

—

Email:* [

Address :

Skragt

Country

4ltamata Emai |

Priang 1* [ Extension

—
—
—
—

altamate Prong [

Fax: [

Eatenson
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User Roles
|

The list below displays the various user roles that Grantees may have in Grants Online.
Grantees may have more than one user role. For example, depending on the structure of your
organization, you may have more than one Recipient Authorized Representative.

Recipient Authorized Representative

Recipient System Administrator
Budget/Financial Representative
Principal Investigator

Key Personnel

The chart below details the various Grantee roles in Grants Online.

Grants Online Grantee User Roles and Definitions

User Role

Definition

Recipient Authorized Representative

Recipient Authorized Official users are individuals with
signature authority who sign official grant documents such as
an SF-424 (application), or countersigns an Award document
such as a CD-450 (new Award) or CD-451 (amendment).
More than one person can have this role at any organization;
however on each Award one person will be designated the
primary "Authorized Representative."

System Administrator

System Administrators have the permissions needed to set
up other people in their organization as users of the Grants
Online system and to give them access to specific awards as
appropriate.

Business/Financial Representative

Business/Financial Representative users are able to fill out
Federal Financial Reports in Grants Online.

Principal Investigator

The Principal Investigator role is assigned to the Pl and Co-
Pl in an organization. Users with this role can initiate an
"Award Action Request" but cannot submit it directly to NOAA.
Instead it will be sent to the Authorized Representative for
their organization.

Key Personnel

Persons with the role of Additional Key Personnel will be
able to view the Awards for their organization; however they
will not be able to initiate any actions or otherwise perform
tasks within the system.
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The chart below details the functionality for each of the Grantee roles in Grants Online. One
user can have multiple roles and multiple users can have the same role.

Grants Online Grantee User Roles and Functionality

Recipient Recipient Recipient Recipient Recipient User
FUNCTIONALITY/ROLE (System) Authorized Business/Fin | Investigator (Additional
Administrator | Representative | Representative |  (Pl/Co-PI) Key Personnel)

Access All Awards for

Organization X X X
Access Only Specific

Awards for

Organization X X
Manage Organization

User Profiles X X
Manage Organization

User System

Access X X
Reassign Tasks X X
Initiate Award Action

Requests X X X X
Initiate Financial and

Progress Reports X X X X
Submit Award Action

Requests X
Submit Financial and

Progress Reports X

For more information on any of the Grants Online functionality detailed in this manual, please
contact the Grants Online Help Desk at 301-713-1000 or toll free at 1-877-662-2468.
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